ENGINEERING SERVICES GROUP (ESG)

TYPICAL FLOW CHART FOR WORK SUBMITTAL

NEW SERVICE REQUEST

!

STEP 1:

Service Area Contacted--
Electronics,258 MD
Mechanical, 167 MD
or

ESG-Admin. Office, 158 MD.

STEP 2:

Preliminary work estimate
and consultation performed
by Service Area staff.

Yes, >$500

ESG Office,158 MD assists
with estimate review/forms
completion.

I

Forms routed for signature
approval and ESG Project
Engineer assigned.

I

After approval is received,
work is scheduled and
completed by Service Area.

I

Customer is notified when
work can be picked up.

Charges are billed to
customer via Ames Lab
Accounting.

STEP 3:

(Decision)
Is Service Order Requisition,
Intramural PO or Preliminary
Proposal form(s)
needed?

v

STEP 4:

Project closure and records
management functions--
ESG Office--158 MD
Notes/design drawings and cost
detail archived in project records.

No, <$500

Service Area assists customer
with completion of Daysheet
request form.

I

Work is scheduled and
completed by Service Area.

Customer is notified when
work can be picked up.

Charges are billed to
customer via Ames Lab
Accounting.

For mor e information, contact Connie Bates at (515) 294-7898 or email: batescj @ameslab.gov



